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MENGaANDU FO: Deputy Director for Administration. 0.6, 


STAT’ ua 


he 
st 


‘Lrector of Securlty 


SUBJECT: Kkequest tor kxeeption to the Policy 
Livitian dours for Part-time smployees 


STAT PeFRRENCE: ey dtd 14 arch 1975 


1. Action Kequested: This wemorandun submits a 
recommendation in paragraph 3 for the approval of the Deputy 
ean for Adwinistration. 


2. Background: The Office of Security currently enploys 


several partetiwe receptionists, both at readquarters and in 


outlying buildings. Our part-time receptionists currently work 
30 hours per week normally fron 0600 to 1436 hours daily. Some 


of tne receptionists posts are very demanding and their hours 


do 


not always allow for sufficient coverage in support of visitors 
and tue offices concerned. We believe that an aiditional iiour 4 
day would allow for the necessary coveraye during neak visitor 
hours; i.e., Us0U- 1000 and 1300-1530 hours. <A blanket approval 


would pive the Office of Security the flexibility to utilize 


its 


receptionists on a selected basis tor 35 hours per week wherever 


requiretents may dictate. 


3. jecommendation: In view ot the foreroins,, your approval 


is requested to allow the vWffice of Security's part-time 
receptionists to work up te 35 hours per week. 
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SUBS: Request for PECEp ELON to the Folicy 
Limiting Hours for Part-time Enployees [| 
(Receptionists) 


APPROVED: 


fi 
; 


[res Jef Wilkes «. cart ae 

. Tt be aceaas \ TT ot” eae 
w leputy pirector for mn ‘ Hate 

i 


Uistripution: 
Griz & 1 - Adse . 
1 - Return to b/Security 
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